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A QUICK ORIENTATION 

Before we start, 
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ÅUse the Questions Pod to let us know if you are 

having audio or other technical issues 

ÅType your questions in the Questions Pod as 

they occur to you 

 

There will be a Q&A session 

at the end of each topic, 

where we will answer your 

questions, but you may 

submit questions at any time. 

Questions Pod: 

Located in the 

upper left-hand 

corner of the 

webinar screen. 

Communications 
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Download Pod 

How to download Webinar 

information files: 

1. Select file 

2. Click Save To My Computer 

3. Click link Click to Download 

(File opens in a new window.)  

4. Save the file using your 

system procedures  

Download Pod: 

Located in the 

lower left corner 

of the webinar 

screen. 
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Documents Available to Download Today 

ÅWebinar Slides: SEVIS Upload Evidence 

ÅScreenshots Handout: SEVIS Upload Evidence 

Webinar 

 

 

Also look on Study in the States for these materials. 
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Web Links Pod 

How to access web links: 

1. Select link ï this displays the 

URL 

2. Click Browse To - this navigates 

to the web site  

December 8, 2017 

Web Links Pod: 

Located at the 

bottom of the 

webinar screen. 
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Web Links Available Today 

ÅWebinar Satisfaction Survey 
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WEBINAR INTRODUCTION 
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Presenters 

ÅElizabeth Catterton, Section Chief, School Certification 

Unit 

ÅZobaida Karim, Section Chief, School Certification Unit 

ÅSidney Wynn, Section Chief, SEVP Resource Center 

ÅKevin Overstreet, Team Lead, SEVP Resource Center 

ÅJared Allen, SEVIS Webinar Facilitator 
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December 8, 2017 

Agenda 

ÅUpload evidence overview 

ÅCorrection requests upload evidence 

functionality  

ÅForm I-17 upload evidence functionality 

ïInitial SEVP Certification  

ïSEVP Recertification  

ïForm I-17 Updates 

ïRequests for evidence 

ÅEvidence upload errors  

ÅResources 

ÅQ&A 
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Webinar Q&A Request 

Please limit questions to  

functionality discussed during 

this webinar. We are unable to 

address case-specific questions. 
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UPLOAD EVIDENCE 

  

OVERVIEW 
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New SEVIS Upload Evidence Capability 

Principal designated school officials (PDSOs) and 

designated school officials (DSOs) will now be able 

to deliver evidence for correction requests (CRs) 

and Form I-17 petitions, recertifications, and 

updates directly to the Student and Exchange 

Visitor Program (SEVP) using the Student and 

Exchange Visitor Information Systemôs (SEVIS) 

upload evidence function. 
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Upload Evidence Schedule 

ÅDate Begins: Monday, January 8, 2018  

ÅTransition Period: DSOs will still be able to 

email evidence to SEVP 

ÅTransition Period Ends: TBD 
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NOTE: After transition period ends, SEVP will no longer accept 

evidence submitted via email, and all evidence must be 

uploaded to SEVIS.  



Upload Evidence Overview 
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ÅStep-by-step instructions for uploading evidence will be 

on the SEVIS Help Hub after functionality goes live.  

ÅDocument requirements for successful upload: 

ïFile name cannot exceed 60 characters for any document. 

ïSize of a single document cannot exceed 10 MB. 

ïDocuments cannot be encrypted or password protected. 

ïDocuments must be in one of these file formats:  

.DOCX, .DOC, .PDF, .XLS, .XLSX, .JPG, .JPEG, .PNG, 

.GIF, .TXT, .CSV.  

 



Upload Evidence Overview 
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After evidence is uploaded to SEVIS: 

ÅEvidence cannot be removed or deleted 

ÅList of uploaded evidence will appear in SEVIS; 

however, school officials will not be able to open the 

listed evidence 

ÅPDSOs and DSOs should label and store copies of 

uploaded evidence in a safe location for future 

reference 



UPLOAD EVIDENCE 

  

CORRECTION REQUESTS 

December 8, 2017 18 



Correction Request Evidence (Examples) 
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SEVP adjudicators may need more information before 

making a decision on a studentôs correct request (CR),  

such as: 

Å Proof of student attendance 

Å Letter of explanation from DSO 

Å Form I-94, Arrival/Departure Record 

Å Passport 

Å Visa 

Å Employment Authorization Document (EAD) 

Å Form I-765, Application Employment Authorization, Page 1 

Å Form I-539, Application to Extend/Change Nonimmigrant 

Status, Page 1 



Upload Evidence for Correction Requests 
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ÅDSOs will be able to upload evidence directly to SEVP 

using SEVIS upload evidence function. 

ÅDSOs will be able to upload evidence from two separate 

pages in SEVIS. 

NOTE: Helpful lists of documentation, which aids adjudicators with the 

different types of correction requests, are in the correction request 

articles on the SEVIS Help Hub. 



CR Upload Evidence Pages 
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First location to upload 

CR evidence: 

ÅOn studentôs 

Corrections 

Management page 

in the Existing 

Correction 

Requests section, 

under Available 

Actions 
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Second location to upload CR evidence: 

ÅOn Submit Successful page, immediately after the 

DSO submits the correction request 

CR Upload Evidence Pages 



CR Upload Evidence Process 
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To upload evidence from either the studentôs Corrections 

Management page or the Submit Successful page: 

1. Click Upload Evidence. The Upload Correction 

Request Evidence page opens. 



CR Upload Evidence Process 
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2. Click Upload Evidence. The Upload Evidence 

modal opens. 



CR Upload Evidence Process 
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3. Complete the fields: 

ÅFile to Upload * 

ÅEvidence Type * 

ÅAdditional 

Comments 



Upload Evidence Correction Requests 

December 8, 2017 26 

Field Description 

File to Upload * Click Browse to navigate to and select the evidence file. 

Evidence Type * Select the evidence type from the drop-down menu: 

ÅProof of Attendance 

ÅLetter of Explanation 

Å I-94 

ÅVisa 

ÅPassport 

ÅEmployment Authorization Document 

ÅPage 1 Form I-765 

ÅPage 1 Form I-539 

ÅOther 

Note: If Other is selected, a required Description field opens. 

Enter the type of evidence. This field is limited to 120 

characters. 

Additional Comments Add additional useful comments regarding the evidence file. 

This field is limited to 1200 characters. 



CR Upload Evidence Process 
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4. Click Submit to upload the 

evidence. The Upload 

Correction Request Evidence 

page opens: 

Å If the upload is successful, 

the evidence appears in a 

row under the Uploaded 

Evidence section. 

Å If the upload is unsuccessful, 

an Alert message will 

appear. 

NOTE: Clicking Cancel returns the user to the Upload Correction 

Request Evidence page without uploading any evidence. 



CR Upload Evidence Process 
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CR Upload Evidence Process 
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5. Click either Upload Evidence, Return to Corrections 

Management Page, or Return to the Student 

Information Page: 

Å Upload Evidence: Allows the user to upload additional evidence 

following the same process. 

Å Return to Corrections Management Page: Opens the studentôs 

Corrections Management page. 

Å Return to the Student Information Page: Opens the studentôs 

Student Information page. 



CR Upload Evidence Process 
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NOTE: If multiple evidence files are uploaded, to sort the data in the 

Uploaded Evidence table, click the arrows in the header row for either 

File Name, Evidence Type, or File Size. 



Verify CR Evidence Received 
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ÅSometimes SEVIS is unable to transmit 

uploaded evidence to the electronic storage 

location.  

ÅTo confirm that the evidence was fully 

transmitted, check one of two fields in the 

student SEVIS record: 
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ÅExisting Correction Requests section on Corrections 

Management page  

Verify CR Evidence Received 

NOTE: EVIDENCE RECEIVED will appear in the Request Status 

column for that correction request.  
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ÅCorrection Request [xxxx] Evidence Upload Status 

on Event History page indicates a successful (Success) 

or corrupted upload (Failed) submission in the New 

Value column. 

Verify CR Evidence Received 

NOTE: Navigate to the Event History page from the Event History link 

at the top left corner of the SEVIS Student Information page.  
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ÅSuccessful CR evidence upload: 

Verify CR Evidence Received 
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ÅFailed CR evidence upload: 

Verify CR Evidence Received 



QUESTIONS AND ANSWERS 
 

CORRECTION REQUESTS  
UPLOAD EVIDENCE 
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UPLOAD EVIDENCE 
 

  

FORM I-17 
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Form I-17 Upload Evidence 
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Å Evidence is required when school officials submit the Form I-17 petitions 

for: 

ï Initial SEVP certification 

ï Submitting a petition update 

ï Applying for recertification 

ï Responding to requests for evidence (RFE)  

Å Users will now be required to submit supporting documentation by 

uploading documents through SEVIS at the time the school submits their 

petition.  

Å Schools should be prepared with required evidence prior to logging into 

SEVIS to submit a petition or to make edits. For guidance on what evidence 

is required for initial certification, petition updates, and recertification, visit 

http://www.ice.gov/sevis/schools.  

 



UPLOAD EVIDENCE 
 

  

INITIAL SEVP CERTIFICATION 

(FORM I-17) 
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ÅEvidence required for SEVP initial certification depends 

on the type of school and the schoolôs accreditation 

status.  

ÅPetitioners must provide all required evidence at the time 

of filing.  

ÅSEVP recommends that schools familiarize themselves 

with the requirements before logging into SEVIS to 

submit the petition.  

NOTE: For more information about completing initial Form I-17 

petitions in SEVIS, read the Form I-17 Initial Certification article on 

the SEVIS Help Hub. 

SEVP Initial Certification Evidence Overview 



SEVP Initial Certification Evidence Overview 
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ÅPetitioners reach the Upload Evidence page after 

completing the petition.  

ÅPetitioner can then browse for files to upload to SEVP.  

ÅAfter petitioners have uploaded all required 

documentation, they must affirm that all evidence has 

been provided. 

NOTE: For more information about completing initial Form I-17 

petitions in SEVIS, read the Form I-17 Initial Certification article on 

the SEVIS Help Hub. 
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To upload evidence for an Initial Form I-17 petition: 

1. Complete the Form I-17 Petition for Initial Certification. 

2. Click Submit on the Petition for School Certification 

(Form I-17) page. The Submit page opens. 

Upload Evidence - Initial SEVP Certification 



Upload Evidence - Initial SEVP Certification 
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3. Ensure all supporting documentation is ready to upload. 
a. Click Print Petition at the bottom of this page. 

b. Collect the required signatures. 

NOTE: If the petitioner does not print the form before leaving this 

page, schools will be unable to upload a signed Form I-17. If the 

school needs to gather more supporting documentation, use the left 

navigation pane to return to the form and save the petition as a draft. 



Upload Evidence - Initial SEVP Certification 

December 8, 2017 44 

4. Click Continue only when the school is ready to submit 

the petition along with ALL required supporting evidence. 

The Upload Evidence: Form I-17 page opens. 

NOTE: Ensure that your school is ready to submit all evidence before 

you click Continue. If the school is not ready to provide evidence 

once they reach the Upload Evidence page, the only option will be to 

cancel the petition and begin the process again. 



Upload Evidence - Initial SEVP Certification 
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5. Click Upload Evidence to browse for evidence files to 

upload and select the file. 

6. Choose the Evidence Type from the drop-down list.  

7. Repeat Steps 4-6 until all files have been uploaded: 

Å Confirm that the school does not have any more evidence to 

provide by selecting Yes, and then Submit Petition. A 

message opens confirming the completion of the filing 

process. The Broadcast Messages page opens.  

Å If the petitioner needs to obtain more documentation and is 

not ready to submit the petition at this time, select No, and 

then Cancel Petition. This cancels the petition and logs the 

user out of SEVIS. To begin a new petition, the petitioner 

must obtain a new temporary password.  

 

 



UPLOAD EVIDENCE 

  

FORM I-17 PETITION UPDATES 
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ÅEvidence is required for several types of petition updates.  

ÅPDSOs must provide evidence at the time of submitting a 

petition update in SEVIS.  

ÅSEVP recommends that schools familiarize themselves 

with the evidentiary requirements before logging into 

SEVIS to submit petition updates. 

NOTE: For more information about filing petition updates, visit the 

Form I-17 Petition Update article on the SEVIS Help Hub. 

Form I-17 Petition Updates Evidence Overview 
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ÅAfter the PDSO submits a petition update, the Upload 

Evidence page opens.  

ÅPDSO can then browse for the evidence files to upload to 

SEVP.  

ÅAfter uploading the required evidence, the PDSO  must 

affirm that all evidence has been provided  

NOTE: For more information about filing petition updates, visit the 

Form I-17 Petition Update article on the SEVIS Help Hub. 

Form I-17 Petition Updates Evidence Overview 
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To upload evidence for a petition update: 

1. Enter all Form I-17 Petition Update information. 

2. Click Submit on the Update School Information 

(Form I-17) page. The Submit page opens. 

Upload Evidence - Form I-17 Petition Updates  



Upload Evidence - Form I-17 Petition Updates  
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3. Click View Edits to verify all information is accurate.  



Upload Evidence - Form I-17 Petition Updates  
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4. Ensure all supporting documentation is ready to upload. 

a. If the petition update requires a signed Form I-17, click Print 

Petition at the bottom of this page. 

b. Collect the required signatures. 

NOTE: If the petitioner does not print the form before leaving this 

page, schools will be unable to upload a signed Form I-17. If the 

school needs to gather more supporting documentation, use the left 

navigation pane to return to the form and save the petition as a draft. 

5. Click the PDSO Attestation checkbox and enter your 

SEVIS password to sign the petition update. 



Upload Evidence - Form I-17 Petition Updates  
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NOTE: Ensure that your school is ready to submit all evidence before 

you click Continue. If the school is not ready to provide evidence 

once they reach the Upload Evidence page, the only option will be to 

cancel the petition and begin the process again. 

6. Click Continue only when the school is ready to submit 

the petition along with ALL required supporting 

evidence. The Upload Evidence: Form I-17 page opens. 



Upload Evidence - Form I-17 Petition Updates  
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7. Click Upload Evidence. The Upload Evidence modal opens. 



Upload Evidence - Form I-17 Petition Updates  
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8. Click Browse to find the evidence file to upload.  

9. Navigate to and select the file. 

10. Choose the Evidence Type from the drop-down list.  

11. Click Upload. 

12. Repeat Steps 7-11 until there are no more files to upload. 



Upload Evidence - Form I-17 Petition Updates  
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13. Click either Submit Petition or Cancel Petition on the 

Upload Evidence: Form I-17 page. 



Upload Evidence - Form I-17 Petition Updates  
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Å Submit Petition: Confirms that the school does not have any 

more evidence to provide and completes the filing process.  

ïMessage displays confirming the completion of the filing 

process. 

ïClick OK. The School Information page opens. 



Upload Evidence - Form I-17 Petition Updates  
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NOTE: PDSOs must provide all required evidence at the same time as 

they submit the petition update in SEVIS. School officials must ensure that 

all required documentation is ready at the time of filing the petition update.  

Å Cancel Petition: When the school needs to obtain more 

evidence and is not ready to submit the petition at this time, 

this function cancels the petition update and returns the user 

to the School Information page.  



UPLOAD EVIDENCE 
 

  

SEVP RECERTIFICATION 
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ÅWhen applying for recertification, schools must upload a 

complete recertification package in SEVIS after 

completing the electronic recertification attestation, and 

providing any changes to the information on the petition.  

ÅSEVP recommends that schools familiarize themselves 

with the evidentiary requirements before logging into 

SEVIS to apply for recertification. 

NOTE: For more information about applying for recertification, read 

the Form I-17: Recertification article on the SEVIS Help Hub. 

SEVP Recertification Evidence Overview 
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To upload evidence for a recertification petition: 

1. Complete the Recertification Application. 

2. Click Submit on the Edit School Information  

(Form I-17) page. The Submit page opens. 

Upload Evidence - SEVP Recertification 


